
DOCUMENT MANAGEMENT

PORTAL

Phase I

Claim Attachments and Consents



What is DMP? 

• The Document Management Portal (DMP) 
provides a browser-based interface to 
perform various tasks pertaining to 
submission of documents to Michigan 
Medicaid. 

• In Phase 1 of implementation DMP will be 
integrated within CHAMPS. Users will be able 
to access DMP functionality directly through 
CHAMPS interface only. 

• DMP will be authenticated via the State’s 
Single Sign-On system (SSO). 



• By directly accessing the DMP, providers will 
be able to submit Medicaid documents that 
may or may not be related to claims. 

• Users  accessing the DMP will be able to:

– Submit support documents.

– Submit documents for authorization and 
approval.

– Send and receive messages pertaining to 
submitted documents.

– View documents and associated 
correspondence history.

What is DMP? (cont’d)



– Directly upload documents.

– Create cover sheets and fax documents.

– Search existing documents that have been 

uploaded.

– View documents notifications in CHAMPS.

– Have messaging capabilities.

– Receive notifications when documents are 

approved.

What is DMP? (cont’d)



How to access DMP



Phase I 

Access Points

• CHAMPS Provider Portal

• CHAMPS Direct Data Entry 

• CHAMPS Manage/Adjust  Claim 



CHAMPS PROVIDER PORTAL

Click on UPLOAD/VIEW Documents and DMP will launch in a different window. You can 

work in DMP and CHAMPS simultaneously.  DMP remains open until you close out.  



DMP will open a new window when you click Upload/View Documents. 

There are tabs at the top of the page that  are used to navigate features in DMP. 



Search 

Documents 

in DMP



When DMP is launched, your NPI is prepopulated. Any documents you have 

loaded in the past will be shown at the bottom. Search for documents by 

entering different data in the search fields. If no date is entered then the last 

100 documents in history based on upload date will display.  

*Tip: Search by beneficiary ID



There are 2 options for Document Type: Consents or Claims  

If Consents are selected you have 2 selections available for Document Title.

• Hysterectomy Form

• Voluntary Sterilization Form



If Document Type selected is CLAIM you have multiple options for Document Title

• See Drop down above



When searching by TCN the Header TCN must be entered (must end in 000 ). 

All search filters MUST match documents in history or search will not yield any 

results. 



Example above searched by BENE ID. As you can see multiple NPI’s were loaded for these 

documents. 

Search results will be listed at the bottom of the screen in sortable fields. 

Click on the Document Title hyperlink to bring up document. 

Click VIEW Message Icon to see messages associated with the document.

Click SEND Message Icon to send a message regarding this document. 



Searching by STATUS. 

Status indicator shows you what status the document is in: approved, hold, 

rejected, or currently in review/Process. 



You can search status of a CONSENT  by searching Beneficiary ID and  Document 

TYPE= CONSENTS.  



Upload 

Documents



Select DOCUMENT UPLOAD from top menu bar. 

Guidelines for uploading documents are highlighted. 

Enter required information that is marked with an asterisk (*).

You can share documents across different NPI’s. 



The example above shows that 5 documents are selected to upload. 

Options can be changed on each line. 

Document Type and Title entered here will be used to search documents once uploaded.

Once the document is uploaded under a TCN, it will automatically be attached to the TCN 

and Beneficiary ID added to this screen.



Only TCN’s that are listed in CHAMPS as 

IN PROCESS or SUSPENDED are eligible to attach a 

document to in DMP.  

If you do not have an IN PROCESS or SUSPENDED 

TCN you can still upload documents to the 

beneficiary ID. 

To connect an electronic claim with 

documentation submitted through the DMP, when 

the TCN is not known, the following notation must 

be included in the Claim Note area: 

Documents sent via DMP



After all information is filled in CLICK BROWSE 

It will launch the file upload box. 

Select the location where your file is stored and click on file. It will populate in 

FILENAME box.  Once file is selected click OPEN. 

Then CLICK SUBMIT.



Once document is submitted the DMP screen will flash.  

Upload Successful pop up will display. 

Upload is complete.  

Click OK. 



CHAMPS New 

claim submission



After filling out all the necessary information to enter a claim in CHAMPS direct data entry 

(DDE) click SUBMIT CLAIM and you will receive a pop up box (as normal). 

The pop up box now contains a new link that says UPLOAD DOCUMENT. 

Click the UPLOAD DOCUMENT link to launch the DMP portal. 



The DMP will launch in a separate window and information from claim will be 

prepopulated. 

You have the ability to make changes at this point and to add a message. 

You can only update documents to a TCN that is IN PROCESS or SUSPENDED.  

Follow previous Document Upload instructions from this point. 



CHAMPS Claim 

Adjustment



From CLAIMS menu 

Select Manage Claims

Select Adjust/Void Claim 

Provider

Enter Header TCN to 

be adjusted 



Make any and all changes to the claim that are necessary. 

Hit SAVE . 

Hitting save creates a new TCN. You can see the TCN change  at the top of the 

page. Please Note the NEW TCN. You must hit SAVE for DMP to attach to the 

correct TCN. 



Click UPLOAD/VIEW documents button to add document. 

The DMP will launch in a separate window.  



Information from the claim in CHAMPS will be prepopulated in DMP . Verify the 

information is correct, and fill in remaining areas. 

Follow previous Document Upload instructions from this point.



Submit Fax



• You MUST create a new FAX cover 

sheet for each document submission.

• Re-using the same fax cover sheet will 

result in the documents being attached 

to an incorrect beneficiary and/or claim 

and  the possibility of your claim(s) 

being rejected. 

Submit Fax





Select FAX COVER SHEET from top of DMP page. 



Fill in all information regarding the documentation and click SUBMIT



A FAX COVER sheet will 

launch in a new window.

You must create a NEW 

cover sheet for each 

documentation 

submission to DMP.

The BARCODE is created 

and used to store the PHI 

on the previous screen. 

Print out FAX cover and 

attach to documents.

Send Fax to appropriate 

number listed on the 

cover sheet.

Add note to claim: 

Documents sent via DMP

Allow 1 business day for 

document to be attached. 



Messages



Messaging

• DMP has messaging capability. 

• These messages will be attached to the document 
they are submitted under.

• You will receive an EMAIL notification when you have 
a new Message in your DMP message box. 

– The email notification will be sent to the email address 
that is attached to your single sign on (SSO) login. 

– Please add our email address to your address book so 
the email doesn’t delete the notification or add to SPAM 
or JUNK mail. 



Select the MESSAGES tab at the to of the DMP Portal.

Messages that are sent to your SSO login ID will be stored in this area. 

To view message click on the Message indicator  

If there is a new message in your box, DMP will generate a generic email alerting you to the 

email address attached to your Single Sign On (SSO). 

Status will show UnRead for new messages. 



You can view the MESSAGE notations here. 

Once in the message you have the options to REPLY to sender and VIEW 

document associated with the message. 

Clicking OK takes you back to the Messages Screen.

250 Character limit. 



Icons in 

CHAMPS



New ICONS display in CHAMPS if there are documents or messages attached to the TCN .

The NOTE icon displays if documents are attached to the TCN.

The ENVELOPE shows if there are messages related to the TCN.

To see the documents /Messages attached you must click UPLOAD/View Docuements. 



If you need additional assistance please contact 

Provider Support

Phone: 1-800-292-2550

Email: providersupport@michigan.gov

www.michigan.gov/medicaidproviders


